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John Hedtke 
john@hedtke.com
Comments on this blank documentation plan:

This documentation plan can be used for any documentation project:

· internal work, when you're submitting a document proposal for internal review at your job
· contract work, when you're submitting a document proposal for contract work or as a response to an official Request For Proposal

· a book proposal, when you're creating a book proposal and are using this to show what the book will be
I’ve included comments on the types of things to enter and have, in some cases, added samples from a real plan that we used for The RoboHELP 2000 Bible (Wiley, 2000). 
To use this documentation plan, delete this letter and the section break (or replace it with your own cover letter). Anything in blue—such as this text—is intended as explanatory notes or stage directions as you fill out the documentation plan. It should be deleted before you release the plan for review. Things you need to enter, such as document/book titles, dates, and so on, appear in the plan as [brackets]. 

I'm using Verdana for the font in this, but that's not a requirement; I just wanted to use a san serif font that was likely to be universally available. You're welcome to change the formatting on this to suit your needs. 
Depending on the type of document you're planning, you'll want to delete some of the items and sections. For example, only a documentation plan for a piece of internal or contract work needs to have a signature block on the front of the document. On the other hand, Attachment A is a boilerplate section commonly used as an addendum to a standard work-for-hire contract when doing freelance work. It's not likely you'll need the attachment for an internal document or for a book proposal. Cut and paste sections and items as you need to. A number of headings in this blank plan are duplicated, such as "Document name/Book name." Delete the heading that you're not using. 
In addition, you’ll find that you may want to add things to this documentation plan to fit your specific needs—different types of contributors or reviewers, information for training projects, or printing and production criteria that weren't covered. Please let me know what options or even sections you add. I’m always interested in ways to expand and adapt this format to be more comprehensive.
Yours Truly,

John Hedtke

http://hedtke.com
http://tradebookauthor.com
P.S. I periodically will dig out the first documentation plan that I used, which was taught to me by Linda J----, my first doc manager, in 1984. It was printed on a Diablo 630 daisywheel printer (a name which will make all the old-timers who read this nod their heads and go "Uh-huh!"). Apart from the addition of some items and the marketing sections (not to forget the vastly improved formatting available with a laser printer), the documentation plan format hasn't changed much. It's worked for all these years in roughly the same format. I think that's pretty cool. (
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CHANGE LOG
Every time you make a change to the plan, update the plan date on the title page and make an entry in the change log so you know what you change and when. Because the plan is a living document throughout the course of the book, log your changes and keep your project editor information whenever you make a significant change to the plan. (This is a level of project management that most project editors appreciate in an author.) 
	Date
	Change

	[date]
	Initial release

	
	

	
	

	
	

	
	

	
	

	
	

	
	


EXECUTIVE SUMMARY

Give a quick, 2-4 paragraph executive summary here: the “5 W's and H” kinda thing. It's a short synopsis (absolutely no more than one page!) for the executives that read this who won’t want to dig through the details.

SUMMARY OUTLINE

The summary outline simply shows chapter heads with no detail. This will be useful for the executives who want a quick overview of the order and general scope of the project without having to bother themselves with details.

This is a summary outline. A detailed outline appears later in this proposal.
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OVERVIEW

Document Name/Book Name: [document name or book name in italics]. If there are several titles in a cluster, put them all in this section. It's unlikely you're going to have more than one book in a proposal, but many documentation plans cover a suite of documentation with multiple pieces.
Author: [name of writer or author]. If there are multiple authors, list all of them. If multiple projects are being listed in the same doc plan (such as a couple of related books or a suite of product manuals being done simultaneously), you may want to build a table or bulleted list of items and the author(s) associated with each.
Document type/Book type: Make whatever entry is appropriate (add commentary if necessary). Some of the possible types include:
· Book

· Tutorial

· Reference guide

· System Administrator’s Guide

· Combined tutorial and reference

· Instruction card

· Tech bulletin

· Fax bulletin

· Internal tech note

...and so on.

If you've more than one document, such as a collection of manuals and help in a product suite, include each of them, possibly in a table.
Summary of Contents: What is this document/book’s scope? If you've more than one book or document in the plan, list a scope for each.
Purpose: What is this book’s purpose? Again, list the purposes for each book or document.
Target Audience Definition: Who is this book being written for? Give a brief summary of your audience. If you have personas or other detailed information, refer to the Audience Analysis section at the end of the plan.
Background Required of Reader: What should they know? Give a brief summary of the audience's background and skills. If you have personas or other detailed information, refer to the Audience Analysis section at the end of the plan.
Goals for Readers: What should the reader get out of this book or document? If you have more than one book or document, provide a list for each book or document.
Relationship to Other Projects: What are the relationships to other projects? Is this plan discussing a new edition of a book, are there related manuals (such as an admin guide or a QRG), related product pieces, marketing collateral, tech sheets?
[If you have a Marketing Information section, you may prefer to put this item in that section; otherwise, leave it here.]
Rate: Enter the rate or rates for the work being done. (This item is almost always on freelance agreements only.) This may also refer to a rate schedule or a separate appendix to the documentation plan. Always remember that, if you are signing a separate work agreement, you should bind the documentation plan to the contract by reference as the statement of scope, purpose, and methods.
[The Rates and Responsibilities sections would appear in the "Terms of Agreement" section if you’re making a freelance agreement or you want to break this out further.]

Responsibilities: Identify the responsibilities on this project, who’s going to do what. The following list of responsibilities is boilerplate for many of my books and documentation plans, but there will be a fairly natural division of many tasks with respect to the Engineering side of product development. There may be other players, though, such as sections being developed by Tech Support, info from Marketing, and so on. List everyone and what they're doing. (If there are multiple documents, there may be slightly differing responsibilities. Note this where relevant.)
My/our responsibilities on this project are:
· creating a documentation plan that states:


( scope, purpose, target audience, and goals

( applicable standards


( production standards and information


( project staffing


( schedule and benchmarks


( proposed outline

· writing and revising the text, appendices, and index

· working with reviewers and editors to revise and refine material

· creating screen captures
· coordinating with designer for any necessary cover artwork

· working with technical reviewers to review submitted material for technical accuracy, content, and style, and providing appropriate comments for changing the submitted material as necessary

· providing written copies of all text and screen revisions

· coordinating material for the CD

[publisher's/development’s/client’s] responsibilities on this project are:

· providing disk copies of the previous edition

· providing technical reviewers to review submitted material for technical accuracy, content, and style, and providing appropriate comments for changing the submitted material as necessary
· providing timely information about changes to the scope and purpose of the project, distribution and marketing, or the target audience that may affect the technical accuracy, content, or style of the manual
· coordinating all production issues such as typesetting, layout, and printing

· producing the CD from submitted material

The Assumptions section should always appear in the document pretty much as written.

Assumptions: The estimates and proposed outline presented in this plan are based on the following assumptions:

· all the information in the Overview section of this plan is complete and correct,
· the first and second drafts will each be reviewed once, with sign-off and acceptance occurring with delivery of the third draft,

· if there are no requests for changes within 10 days after delivery of the document, the document shall be deemed “complete and correct,”
· any proposed changes to the format and contents will not add significantly to the writing and editing time.

MARKETING INFORMATION

This section is more likely to be relevant for a book proposal than for an internal proposal. 
Why Write This Book? What need does this book fulfill? Where is the perceived hole in the market that this book will plug? You might have a great idea for a book that sounds like fun, but there's no identifiable market need, a solution with no matching problem.
Competition: List books that are currently in print that are or could be competition and why this book is better than any of them, or at least what it offers that they don't. This may simply be the freshest thing on the market or it might be a book that a publisher can offer in their line to match up with another publisher's similar lines. Everyone comes out with a new book on Microsoft Word, everyone comes out with a basic cookbook every so often, that sort of thing.
Marketing Strategies: What marketing strategies are of note for this book? Will this document have any major function as a marketing piece (for example, will this tutorial also be used for a marketing piece to sell new customers on the product)? Fill out whatever may be relevant for marketing information.
Special Considerations: Are there special marketing considerations, such as product tie-ins, plugs on TV shows, websites, forewords, endorsements?
PRODUCTION INFORMATION

Description of Deliverables: Give a brief description of the deliverables. The details for the deliverables are listed below, but if you say "1 printed manual and 1 companion CD of software," the client can't come back and say "Where's the website that was supposed to be part of this?"
Applicable Standards: This book will follow the standards stated in the Chicago Manual of Style as well as any style considerations of [publisher's/client's] style manual.
Format: Identify the size and format.
· Standard perfectbound trade paperback, 7-3/8" by 9-1/4".
· 3-ring 8-1/2 x 11"

· 3-ring A4

· PDF 8-1/2 x 11"

· PDF A4

· Single-sheet

· User card

...and so on.

Number of Pages: How many pages do you expect this to be?
Art Requirements: What will the art be? Enter the number of screen captures, conceptual art, illustrations.
Typesetting: How will this be typeset? Even if you say “Using Word 2007,” you should identify this. If there are standard templates, mention those.
Layout: Is there anything to say about the layout? If you're doing something with a large number of pictures or a non-standard layout, there might.
Number of Copies: How many copies will be in the first print run?
Printing: Who will do the actual printing?
Cover Art: Who’s doing the cover art? What requirements for the cover art are there?

If you're doing an ebook or a print-on-demand book, there will be additional production information considerations. For example, ebooks are likely to require special formatting in the file and print-on-demand books may require some additional coding or specifications for a PDF file.
STAFFING
Author(s): Enter the names of all the authors and contributors and the chapters/sections they're responsible for. If you have a lot of authors or contributors, make a table. 
Project Editor: Who’s coordinating the editing?

Copy Editor: Who's doing the copyediting?
Proofreader: Who’s doing the proofreading?
Indexer: Who’s doing the indexing?
Designer: Who is designing the document/book?

Production Coordinator: Who's coordinating the production?

Layout: Will there be a special layout person?

Art Coordinator: Who’s coordinating any outside art issues?

Graphic Artist: Who is doing the graphics? (Depending on the project, you may also have an illustrator or photographer.)
Source Material Experts: Depending on the project, you may want to identify your source material experts up front so they can budget their time. This can also be done as part of the detailed outline, listing the SMEs for each chapter or section.
Reviewers:

Type of Review
Reviewer (alpha order)


Overall content and style


Technical


Standards and format


Enter the name of everyone who has something to do with each of these reviews. List people in alpha order. Names can appear in more than one category.

Testers: Enter the names of the people who will be testing what you're writing. Not everything requires testing, of course, but a lot more requires testing than you might think. For example, everything in any how-to/DIY book on any subject needs to be tested. There have been cookbooks that weren't 100% tested that had errors in the recipes that made them unusable (and really unpleasant). List people in alpha order. If you have a lot of people working on this, consider building a table to show who's testing what.
Individuals Responsible for Approval:

Type of Review
Individual approving the document


Overall content and style


Technical


Standards and format


Tip: You may not need this section for a book, but you will if this documentation plan is for a technical manual. Enter the one name in each category who is the final signoff authority for each class of review. Never let yourself be approved by a committee; your spleen will implode during the process.
Instructors: If this is a project for a specific group of instructors, you may want to list the instructors by name here. List people in alpha order.

SCHEDULE

Enter the schedule for the project here. Have as many benchmarks as possible. You may take this down to the “Chapter 1 out for 1st review/Chapter 1 back from 1st review/Chapter 1 out for 2nd review...” level if you wish, but it’s probably not desirable to be that detailed. However, if you're doing a topic-based manual, you can tie dates to when you're releasing topics for review if you like. In any case, a two-column or three-column table of phases and dates will work wonders here. Be sure to include the project start, the production dates, printing dates, and the like in the schedule.
You may have other benchmarks for an ebook, a print-on-demand book, or a CD/DVD that's included with the book, such as preparation of master files, approvals, reviews, and release to the duplicator or distributor. 
	Date
	Benchmark

	
	Writing start

	
	Handoff of initial TOC and first chapter. 

	
	25% ms. complete mark. 

	
	50% ms. complete mark. 

	
	75% ms. complete mark. 

	
	100% ms. complete mark. 

	
	Production and page proofs complete; book to printer. 


At the end of the schedule, always include the following statement: it’s a good, general-purpose escape clause.

Note: This schedule assumes that the scope, purpose, and outline in this documentation plan are substantially correct, and that no time will be lost due to sickness or other delays. Any changes to these assumptions will result in a comparable, day-for-day extension of the schedule.
In other words, if they’re late, you’ll be late, too; it’s not your job to make up the slack for their lack of process. If you manage to sell this to management effectively, be sure to tell me how you did it. <g>

Detailed Outline
And fill in as complete an outline as you can here. I’ve included the commentary and the first few chapters of the outline for The RoboHELP 2000 Bible so you can see the level of detail and how I formatted it. The side comments are Heading 7, btw. I've found that I like having a side comment for each outline item these days. Section headers (a la "Part 1" below) are manually formatted—I was just too lazy to make a style for 'em. Always include the following descriptive paragraph at the front of the outline as a guide to the reader. The following note appears at the start of the outline as a guide to people reading the outline.
Items in [brackets] are descriptive comments stating general topics and information that will be covered in a section. Names in [brackets] to the side of the heading indicate which writer will be working on that chapter. Comments on the chapter or section are off to one side.
Front Matter [JOHN]

Copyright Info

Trademarks

Dedication

TOC

Acknowledgments

Include tech reviewer, other RoboHELP staff, publishing staff, other people.

Foreword

Introduction [JOHN]

About This Book

How This Book Is Organized

List of chapters and what they include.

Conventions Used In This Book

Other Books of Interest

List basic books on Windows, anything that’s relevant in the publisher’s line, and books on HTML and Internet basics. Also include author, RoboHELP, publisher contact information.

Part I. Getting Started

Chapter 1. What Makes Help “Help?” [JOHN]

This chapter is a general introduction to WinHelp: what it is, how it works, things like that.
Overview of Online Help

Introduce types of online help: WinHelp, HTML Help, WebHelp, other types.
Advantages of Going Online

Reduces cost of goods, cost of updates, and cost of distribution

Adds flexibility to the product development cycle by eliminating the delay required for printing.

Potentially eliminates large manual sets

Is always available (as opposed to manuals that are not available or not provided)

Has graphics, sound, multimedia capabilities

Provides context-sensitivity

Lets users copy and paste code samples and other information to their own files

Provides interactivity with the user through prompts and dialogs

Disadvantages of Going Online

Requires you to have new skills and be more involved in the development effort

Requires large files that take up room

Must be used with the computer -- you can’t take it to the bathroom

Isn’t used the same as a printed book -- you can’t thumb, you can’t scan, the page looks different

Must be designed for monitors with different dimensions and capabilities -- 640x480 is always acceptable, but you can do more with higher-res monitors, but not everyone has them

Resolution isn’t as good as printing -- page printing is 2500 dpi

Poor for extended reading because it’s harder to read on a screen for a long time

The modularity makes it harder to read the documentation, because it’s more chunked.

Learning your way around Windows Help

Help menu: This is the menu on the program’s menu bar.

Contents topic: This can be accessed from the Help menu.

Search dialog box: Accessed from the Help menu to search for specific topics.
Browse buttons: >> and << buttons on the toolbar.

Back: The Back button moves you back one topic. (This must be enabled when the help designer compiles the help file.)

History: The History button shows you the last 50 topics you’ve looked at. This appears on the toolbar. (This must be enabled when the help designer compiles the help file.)

Bookmark: You can bookmark specific topics for quick reference.
Context-sensitive access: F1 or Shift-F1 or by using help buttons in the product itself. This gives you help related to a specific field rather than to the entire screen or window.
Jumps: Jumps are done within Help topics. You click on green underlined text to get to a jump. You see the topic that you’ve jumped to.
Pop-up windows: Done from within Help topics, these are usually used for things like glossary entries. Pop-up windows stay as long as you don’t do anything on the screen, such as clicking the mouse or pressing a key; after which, they disappear.
Secondary windows: these are activated from Help topics. Secondary windows remain up when the primary window’s been closed. Many of the “wizard” windows in programs like WinWord and Excel are secondary windows.

Which Version Should I Use?
Information on the different WinHelp versions (3.1, 95, and 98) and what they’re good for. 4/25/99--Will also include Win2000

Chapter 2. Design considerations [JOHN]

Planning your help files.
What Do You Need?

Identify the broad concepts for what goes into help files.

Planning Your Help System

General topics: chunking, reductionism, basic editing tips (gerunds/infinitives for heads), use of color, graphics, fonts. Introduce Magid’s Law: “It doesn’t matter how you get there if you don’t know where you’re going.” There’s a lot of material I could get into here; I used to spend the first week of my online help classes teaching these concepts.
Chapter 3. Installing and Configuring RoboHELP [JOHN]

This chapter tells how to install RoboHELP and what the various product features look like.
Installing RoboHELP

This will be a CD install.
Using the Tutorials

Talk about the tutorials that come with RoboHELP.

What’s New?

Talk about the new features in this version of RoboHELP. Also include the right-click menus and hotkey features.

Audience Analysis
Insert your detailed audience analysis, personas, scenarios, and any additional information about the audience in this section.
Author RESUME
If you like, you can attach a copy of your resume here.

Attachment A: 
Terms of Agreement
[date]

Project Description:

Copy the Deliverables section from the Production Information. Include whatever additional information seems relevant to describe the project. The following boilerplate sentence covers a lot of ground.
The scope, purpose, schedule, and delivery methods of this project are described in the attached documentation plan.
If this is a contract, use the following boilerplate as a safety hook.

These chapters shall be done on a “work-for-hire” basis. All right, title, and interest in [name of project] shall remain the property of [name of writer] until such time as final payment is received, at which time all right, title, and interest in [name of project] shall be automatically conferred, transferred, and conveyed to [name of client/company.]. In compensation, [name of writer] shall receive the following:

Enter the Rates and Responsibilities sections from the Overview. You can leave them in the Overview and just copy them if you like.
Any scope changes or expansions of the contract will result in a renegotiation of the compensation.
All of this will be attached to your standard contract agreement or to the client’s contract agreement. There’s a lot of wiggle room in this.
If this is a contract, you'll need to include signature information.
Draft only - not final!
Unauthorized copying prohibited Page 16
Draft only - not final!
Unauthorized copying prohibited Page 15

